
Tax Forms (W-2/1095c) Delivery Election Process 
Note: Please use Mozilla Firefox or Google Chrome when attempting to access Paperless Employee 

from LOUIE. 

 
Log into LOUIE – Main Menu – Self Service – Payroll and Compensation – Tax Forms W-2/1095c 

 

Select “Tax Forms W-2/1095c 

You will be taken to the following page – read the information then click on the “Paperless Employee” 

link at the bottom. 

 

Clicking on this link will route you directly to the Paperless Employee site by which you can take the 

appropriate action to have your tax forms – W-2 and 1095c delivered electronically if you have not 

already done so.   

If you have not made this election previously you will see the following: 



 

Your NAU email is automatically populated and you do NOT have to set up an Alternate Email or a Cell 

phone unless you wish to.  You may simply use your NAU email account as pictured here: 

 

You will then need to make the following elections for BOTH your W-2 and 1095c (ACA form).   

 



 

 

If you wish to receive notifications at an Alternate email or via text message you would add either or 

both: 

 

You would then check the appropriate boxes (one or all) to receive notification your forms are ready. 



 

Save your notification options when you are done 

 

If you HAVE made this election previously you will see the following when taken to the page: 

 

From this page you can “Manage Electronic Tax Statement Options” 



 

If you wish to review or update your options click on the link and you will be taken to the Contract and 

Electronic Statement Options.  Your NAU email is defaulted as your Email Address and you can add an 

Alternate Email and/or a Cell phone or you can update or remove them.  

 

 

 

If you make changes you will be directed to update your delivery options for each form, the W-2 and 

1095c form 



 

Once you have updated your information just click the “Save Notification Option Settings” 

 

When you have saved your information, you will receive a message at the top of the page that says, 

“Your notification and delivery options have been changed. If you are not automatically redirected, 

please click here.” This message confirms your information has been saved and you will then be 

automatically redirected back to the Paperless Employee home page after a few seconds. 

 

If you already have an account with Paperless Employee and are only changing your contact information 

and/or notification options, you may need to verify your email address. 

 

 

 

 



If when you click “Save Notification Option Settings” and you do not receive the confirmation message, 

you may need to verify your contact information. Scroll back to the top of the page and Paperless 

Employee will highlight in red what needs to be verified. 

 

Click the “Verify Email” button and a pop-up window will appear asking you to enter a verification code. 

This verification code will be sent in an email to the address you are attempting to verify. It may take 

several minutes for you to receive this email. Once sent, the verification code is only usable for 15 

minutes. If the email address is not verified within this time, you will need to restart this process. 

After receiving the email and verification code, enter it exactly as it is shown in the email in the 

“Verification Code” field. 

 



If you wish to verify a Cell Phone, the process is the same except the verification code is sent via a text 

message. 

After verifying your contact information, you can then click “Save Notification Option Settings” and you 

will receive the confirmation message and automatically be redirected to the home page of Paperless 

Employee. 


